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Clerical Training Course Schedules and £jorollinent 


Tab B 




Shorthand 
Typewriting 
Geograjhy 
* Oraasaar 
Punctuation mod 
C apltaltaatlon 
Word Usage 
Filing 
Totals 


Hours 


jjURfoer of Students 


tMJtoSL g«E-M.f*k jggg 

Clerical Induction Training {» m ijapltyeas) 


19$6 


1 1/2 
3A 
3A 
y/k 


1 1/2 
3 3A 
3 3A 
3 3A 


109 

688 US 

1296 i+11 

1251 itll 


% 


3A 

3A 

3A 


3 3A 
3 3A 

?bcm 



Briefing 
Outside Speaker 
U*5. Oov*t. 
Organisation (CIA) 
Physical Buyout (CIA) 


Mmm (CIA) 



Totals 


Clasalf, of Documents 
Use of 016, Forme 

CoBsraunisin 

Agency Filing 
Orientation Tost 

Area Studies 
Office Protocol 

Mechanism of 
Correspondence 

Totals 


Orientation Training 
(Duration 2-3 days) 


3A 
1 1/2 

3A 

Uo 

min. 

3A 

3A 


“IT 

min. 


1 

55 

mdn. 
1 20 
min. 

1 

20 

min. 

3A 

25 

min. 


TIT 

min. 


55 

min. 


n o“ 

min. 
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Typing Shortcut* 


Discussion and . 
Claseif. of Sot m 
Total* 


Hours 

|jgp bmf For Keek 

it 

i iA 


sL£ 


.i’ .:.wi 



1956 

1955 1 Jin*-lg 



TIA 


Clerks 

Typists, Ftenos 
Sooty* 


328 



Clerical nefrashar Course 


Typewriting 

Techniques Review 
AoTcusaa 

1 

Typewriting 

Shorthand Theory 

1 

1 1/2 

Review 

Introductory 

Shorthand Dictation 
Intearwediat# 

Shorthand Dictation 
Advanced Shorthand 

1 

1 iA 

1 l/h 

Dictation 

English Usage 

Totals 

i m 
tyk 


Math* (Duration 

k weeks) 1 

FDD Typing 

(Duration 6 weeks) 1 

Rhetoric Stevie* 

(Duration 6 weeks) 1 

Totals J 


(Duration U Rectos) 

On Beard aploy ees 

5 

5 

T lA 
$ 

6 l/t 

$ 1/b 

6 l/ii 

IH7E ^ 

Special Courses* 

i 

U 

$ 



* A nunfe&r *f special training aetivitioa ware also conducted, ty request of the 
operators j Typing Training for professional ewpleyeesi specialised instruction 
in Ba gli db usage and cor r es pond ence procedures} basic aaihewatics for statis- 
ticians} and special group and tutorial Instruction concerning business mohir.es 
and office procedures. 
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